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Chapter 1
CGener al
1. | NTRODUCTI ON.

a. The General Services Adm nistration (GSA), Federal Supply
Services (FSS), awarded the first comrercial contract for
Gover nment wi de purchase card services on 16 February 1994. In 1998, a
foll owon contract was awarded. The contract provides for commerci al
purchase cards, checking accounts, and associ ated services to support
of ficial Governnment purchases. The International Merchant Purchase
Aut hori zed Card (I MPAC) (hereinafter referred to as the “purchase
card”):

(1) Is intended to supplenent sinplified purchase procedures,

(2) Can be used as a paynent nethod under existing contracts
or other contracting vehicles (e.g., BPAs/purchase card agreenents,
purchase orders, IDIQ contracts, fixed-price/cost type contracts,
etc.), and

(3) |Is designed to mnimze cost/adm nistrative burden and
reduce procurenent |ead-tine.

b. These procedures are designed to supplenent instructions
and information provided by the bank to the cardhol der and
approving/billing official at the tinme the purchase card is issued.
These procedures establish internal guidance within TRADOC for the
acquisition of supplies and services with the purchase card, under the
authority of AFARS Part 13.90, Governnent Purchase Cards.

c. Supplenenting this Standard Operating Procedure (SOP) by
functi onal area managers/process owners is permssible, if it is
necessary to identify internal procedures that further define processes
that are unique to each activity/organi zation. Such supplenents (or
ot her published guidance, which directly or indirectly affects TRADOC s
purchase card program nust not inpede or otherw se further restrict
use of the purchase card. Additionally, such supplenments nust first be
coordinated with the Director of Contracting (DOC) (in the case of
installation specific instructions) or the Principal Assistant
Responsi bl e for Contracting (PARC) (in the case of headquarters
instructions) prior to publication and dissem nation. Devel opnent of
suppl emental inplementing instructions that are not based on Arny
regul ation or other statutory or regulatory guidance is restricted.

d. It is understood that installation process owners have the
responsibility to manage and control certain itens and/ or services.
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However, in keeping with direction fromthe Chief of Staff of the Arny
to renbve as many barriers as possible to maxim ze use of the purchase
card, functional area nanagers, (e.g., DOM DS, DRM etc.) should
exam ne | ocal |l y-i nposed procedures that affect the purchase card
program and relax or elimnate those determned to be overly restric-
tive or unnecessary. Process owners are encouraged to work with the
DOC to streanline and inprove the efficiency of the purchase card
process.

e. Process owners are encouraged to develop lists of itens that
are normal ly stocked locally, as well as lists of itens that are
preapproved (i.e. ADP/information technol ogy equi pnent) for |ocal
purchase. These types of lists enable the cardholder to quickly
determ ne which itens are presently stocked at the installation and/or
those itens that can be purchased without first requesting approval.

f. Many changes in procurenent policy have been and are conti nui ng
to be inplenmented in an attenpt to maxi m ze use of the purchase card
wi thin the Departnent of Defense (DoD) and the Arny. 1Individuals
involved in the Governnent procurenent process across all functional
di sci plines nust accept the challenge to identify efficiencies in
managi ng our assets and conducting business, with the goal of obtaining
the soldier’s requirenents quicker and at nore reasonabl e prices.

1-1. PURPCSE. To establish policies and procedures for use of the
purchase card to acquire and/or pay for supplies and services which are
comercially avail abl e and have been approved for |ocal purchase.

1-2. APPLICATION. This SOP applies to all purchases of supplies and
services using the purchase card within TRADOC, to include tenant and
satellite activities within the installation’s area of support as
prescribed in AR 5-9.

1-3. REFERENCES:

a. AR 5-9, Intraservice Support Installation Area Coordi nati on,
Cct ober 1998 Edition and Changes/ Updat es.

b. AR 37-1, Finance and Accounting Policy Inplenentation, January
2000 Edition and Changes/ Updat es.

c. Arny Federal Acquisition Regulation Supplenent (AFARS), 1996
Edi ti on and Changes/ Updat es.

d. Departnent of Defense Federal Acquisition Regulation Supplenent
(DFARS), 1998 Edition and Changes/ Updat es.

e. Federal Acquisition Regulation (FAR), 1997 Edition and
Changes/ Updat es.
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f. HQ TRADOC Acqui sition Regul ation 715-3, 2000 Edition and
Changes/ Updat es.

g. DoD Task Order Nunber DoD- Purchase-9700-0001, June 1998, GSA
Contract Nunmber GS-23F-98002.

h. DoD 5500.7-R, Aug 1993 Edition and Changes/ Updat es, Joi nt
Et hi cs Regul ati on, Standards of Conduct and Changes/ Updat es.

i. AR 710-2, Inventory Managenent Supply Policy Bel ow the
Whol esal e Level, 31 October 1997 Edition and Changes/ Updat es.

J]. AR 735-5, Policies and Procedures for Property Accountability,
31 January 1998 Edition and Changes/ Updat es.

k. AR 25-30, Arny Integrated Publishing and Printing Program 21
June 1999 Edition and Changes/ Updat es.

. AR 25-1, Arny Information Managenent, 15 February 2000 Editi on.

1-4. DEFINITION OF TERMS: (\Were applicable, terns are cross-
referenced to later, nore definitive guidance.)

a. Agency/ Organization Program Coordi nator (A/OPC): The
i ndi vidual at the installation or activity designated by the ordering
agency/ organi zation to performcontract adm nistration for the
Gover nment Commer ci al Purchase Card Program

b. Account Set-up Information: Specific information required by
the contractor for each cardhol der and approving/billing official so
that active accounts can be established for each. This information is
supplied by the DOC directly to the bank.

c. Accountable Oficer: The individual at the installation supply
support activity (1SSA) through which all supply requests are normally
preapproved for |ocal purchase. The accountable officer normally
determ nes the source of supply and initiates appropriate purchase
action.

d. Admnistrative Ofice: The office wth direct overal
responsibility for the purchase card program Wthin TRADOC, this
office is the installation Directorate of Contracting (DOC). The
Director of Contracting will appoint A/ OPCs, approving/billing
of ficials, cardholders, checking account adm ni strators, ordering
of ficers and Super Users.

e. Approving/Billing Oficial: The individual (normally, the
cardhol der’s i medi ate supervisor) within a directorate or activity who
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will certify the cardholder’s nonthly “Statenment of Account” (SOA) and
ensure that paynents are for authorized purchases, nmade in accordance
with regulatory and statutory guidance. Further, the approving/billing
official must certify his/her owm nonthly statenent, which is a
conposite report of activity of all cardholders. Finally, the
approving/billing official is responsible for certifying the nonthly
invoice and forwarding it to Defense Finance and Accounting Services
(DFAS) for paynent. This individual wll be the cardholder’s i medi ate
supervi sor or higher level official. A cardhol der cannot be his/her
own approving/billing official. The DOC may del egate other duties as
required by the installation. NOTE: The approving/billing official is
not the same person as the accountable officer in the installation
supply support activity (I SSA).

f. Authorization: The process acconplished by the nerchant at the
point of sale to electronically verify that a purchase is bei ng nade
within the established cardholder limts.

g. Cardholder: The individual to whoma card is issued and
procurenent authority is delegated. THE PURCHASE CARD BEARS THE
CARDHOLDER S NAME AND CAN BE USED ONLY BY THAT | NDI VI DUAL to nake
of ficial Governnent purchases.

h. Defense Finance and Accounting Services (DFAS): The designated
paynment office. DFAS pays invoices fromthe bank after certification
by the cardhol der’s approving/billing official.

i. Delegation of Authority: A witten delegation, issued by the
DOC, will be sent to trained individuals establishing them as
aut hori zed cardholders. This delegation of authority will specify
spendi ng and usage |imtations unique to that cardhol der, and nust be
mai ntained in the file of each cardholder. |ndividuals del egated
contracting authority are procurenent officials, as defined under
Section 27 of the Ofice of Federal Procurenent Policy Act. They nust
receive training in use of the purchase card and contracting ethics.

j. D spute: A disagreenent between the cardhol der and the bank
regarding itens appearing on the cardhol der nonthly statenent of
account (SQA).

k. D sputes Oficial or AOPC. An individual in the DOC who wi ||
coordi nate, process and nonitor all disputed purchases, credit or
billing errors, etc., after efforts by the cardhol der and approvi ng/
billing official have been unsuccessful.

. Merchant Type Code. Code assigned to a nmerchant which
categori zes the type of business the nerchant is engaged in and the
ki nds of goods and services provided. This code is identified each
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time an authorization is sought and is used to identify those nerchants
who provi de goods and/or services that are unauthorized for that
cardhol der (e.g., airlines, travel agencies, bars, etc.).

m Paynent Cycle Standards.

Car dhol der Car dhol der Approving/billing official The bank
Forwar ds si gned/ dated invoice
Recei ves SQA | Forwar ds to DFAS for Paynent with a Credits
or SOA Date* |to Billing copy to budget/funds control account
O ficial O ficer
Day 1 Day 5 Day 15

*Cardhol ders shall date stanp or otherwi se record the date the SOA was
recei ved.

Paynents to the bank for purchases made with the purchase card wll be
made by DFAS. The bank may suspend cardhol der privileges for the
activity when undi sputed anmounts are over 60 days delinquent. All
installation cardhol der accounts may be suspended when a single account
is over 180 days delinquent. Cardhol ders nmust know hi s/ her cycle date
(statenment date). |If the SOA is not received by the second day of the
month follow ng the cycle date, contact the bank to obtain a reprint.
Docunent ati on supporting disputed itens shall be pronptly forwarded to
the bank wthin 60 days fromdate of invoice to ensure tinely
reconciliation of nonthly statenents. The exception is when the item
has been ordered and not yet received (see paragraph 3-5, Disputes).

0. Agency/ Organi zation Program Coordi nator (A/OPC): The
i ndi vi dual appoi nted by the DOC who serves as the |liaison between
cardhol ders, the installation, HQ TRADOC, the bank, GSA and vendors.

p. Property Book O ficer: The individual responsible for
nmoni toring purchases of nonexpendable itenms and ensuring that inventory
accountability is performed. This should be acconplished w thout being
an overly burdensone process. Sone installations acconplish this by
havi ng the cardhol ders provide the Property Book O ficer wwth a copy of
their nonthly Statenent of Account (SOA) or the purchasing logs, with
accountable itens highlighted. Cardholders are responsible for
coordinating the delivery and approval of nonexpendable items with the
Property Book O ficer.

g. Statement of Account (SOA): A nonthly listing of all charges
made by the cardhol der and billed by the bank.

r. Tax Exenption. Purchase card transactions may be exenpt from
state and | ocal taxes, in accordance with the state and |ocal |aws. The
cardhol der is responsible for ensuring the nerchant does not charge
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t axes where tax exenptions are applicable, since taxes are not valid
di sputes and cannot be deducted from paynent.

1-5. GENERAL | NFORMATI ON.

a. TRADOC Directors of Contracting (DOCs) shall return purchase
requests for itens or services valued at |less than $2,500, if not
supported by an adequate justification why the cardhol der cannot obtain
the requirement with the purchase card. Cardhol ders should be able to
obtai n nost m cropurchase requirenents. Sone exanpl es of acceptable
justifications include:

(1) |If the activity's only cardhol der has not yet conpl eted,
or i s scheduled for training;

(2) If the cardhol der has nmade and docunented three calls to
| egiti mate vendors and cannot find a source or vendor who will accept
t he purchase card;

(3) If the price quoted by the vendor that will accept the
card is higher than the price of a vendor that does not. However, note
that the DOC may choose to reject a purchase request in this situation
if the adm nistrative cost of issuing a purchase order nakes it in the
best interest of the Governnent for the cardhol der to make the
pur chase.

b. DOCs shall not issue purchase cards to contractors. |If
contractors working on cost-type contracts want to request cards, they
may forward their request to the bank with a letter fromthe
contracting office stating the card is being requested pursuant to 48
CFR 51. 102.

c. Supplies and services up to $2,500 nay be procured with
appropriated funds from Non-Appropriated Fund Instrunentalities
(NAFI's), using the purchase card as |long as the cardhol der has received
approval for |ocal purchase fromthe appropriate process owner and the
purchase is not otherw se prohibited by | aw, Executive Oder or other
regul ati on.

d. In accordance with AAFES policy, cardhol ders making official
purchases will be granted access to AAFES, but only when paynent is
made with the purchase card.
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Chapter 2

Responsibilities

2-1. NOM NATIONS. Commanders/Directors or their designees wll
nom nate individuals within their organization to serve as
Approving/billing official (s) and Cardhol der(s).

2-2. DIRECTOR OF CONTRACTI NG (DOC). The DOC has overall respon-
sibility for oversight of the purchase card programon the
installation. The DOC will:

a. Designate an individual within the DOC to act as the Agency/
Organi zati on Program Coordi nator (A/OPC) to nonitor/mnage the program
and resol ve probl ens.

b. Develop (when necessary) and mai ntain suppl enmental inplenenting
i nstructions.

c. |Issue delegations of authority to cardhol ders, appoint
approving/billing officials, and establish checking accounts.

d. Pronote and publicize the programthroughout the command and
i ndustry.

e. Assist activities in determ ning cardhol der requirenments (e.g.,
nunber of cardholders required, authorization limts, authorization
codes, etc.).

f. Ensure that prospective approving/billing officials and
cardhol ders receive appropriate training and orientation covering use
of the purchase card prior to being delegated authority under the
program

g. Establish approving/billing official and cardhol der accounts
after they have conpleted required training.

h. Review cardhol der and approving/billing official performance to
ensure proper controls are in place to prevent potential fraud, waste
and abuse.

i. Mintain statistics and report advant ages/di sadvant ages,
barriers, “good news”, “lessons |earned’, etc.

J]. Initiate disciplinary action to include suspension of card
services and/or investigative review by appropriate authorities, for
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unaut hori zed use of the purchase card or failure to foll ow prescribed
pr ocedur es.

k. Process ratifications of unauthorized commtnents. The DOC may
process ratifications with the purchase card, so long as all other
requi renents have been net and approval s obt ai ned.

2-3. PURCHASE CARD PROGRAM COCORDI NATOR. The activity purchase card
program coordi nator (i.e., the Agency/ Organi zati on Program Coordi nat or
[A/OPC]) functions as the primary |iaison between cardhol ders, the
installation, HQ TRADOC, the bank and GSA, and wll:

a. Be the advocate for renoving barriers to maxi mze use of the
purchase card, and will chanpi on purchase card initiatives and
opportunities to increase use of the purchase card.

b. Serve as the representative on technical matters for the
installation program

c. Provide and certify training for the purchase card program
d. Serve as the disputes official, if so designated by the DOC

2-4. CARDHOLDERS. Cardholders hold a public trust and nust neet the
hi ghest ethical standards. Cardhol ders shall:

a. Safegquard the purchase card and account nunber at all tines.
CARDHOLDERS SHALL NOT ALLOW ANYONE TO USE THEI R CARD OR ACCOUNT NUMBER
| NCLUDI NG APPROVI NG BI LLI NG OFFI CI ALS, SUPERVI SORS, OR COVMANDERS | N
THE CARDHOLDER S CHAIN OF COMVAND. Failure to safeguard the purchase
card and account nunber will result in the card being w thdrawn from
t he cardhol der

b. Ensure that the purchase card is used FOR OFFI Cl AL GOVERNVENT
PURPOSES ONLY. The card is enbossed with the cardhol der’s name and was
desi gned show ng the Geat Seal of the United States with a red stripe
on the top and the words “United States of America” inprinted onit to
avoi d being m staken for a personal credit card.

c. Ensure proper docunentation of the follow ng elenents prior to
maki ng any purchase:

(1) Brief, witten description of required itemor service.
(2) Funding Availability. Funds nust be nade avail abl e prior
to maki ng any purchase. The Director, Resource Managenent (DRM or

activity budget official will be responsible for providing bulk funding
for mcropurchase transactions. It is the cardholder’s responsibility
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to ensure that funding has been certified and is sufficient for the
pur chase.

(3) Ensure local purchase authority has been provided by the
responsi bl e process owner (DIS, DOM DPW DCOL, etc.).

(4) |If purchasing a property book (non-expendable) or hand
recei pt (durable) item ensure that procedures established by the
installation DIS are foll owed regarding property accountability.

d. Check mandatory sources of supply prior to initiating purchases
For instance, sone mandatory sources include:

(1) Institute of Heraldry for flags and gui dons,

(2) General Services Admnistration (GSA) for tires, chemcals
and ot her itens,

(3) Federal Prison Industries, Inc. (FPI - also known as
UNICOR) for furniture and toner cartridges, and

(4) National Industries for the Blind/ National |Industries for
the Severely Handi capped (NIB/NISH) for many office supplies. N B/ N SH
requi renents can be satisfied by going to GSA regional Lion’s O ub
International, Inc. stores, or GSA's new federal supply schedul e
“deskt op” contracts.

e. Make purchase card transactions as prescribed in accordance
with this SOP, the current GSA contract/task order, applicable
comerci al banki ng policy/procedures, procurenent statutes, policies
and regul ations, training received and within the specific, del egated
authority. |If questions arise, contact the installation Agency Program
Coor di nat or .

f. A single purchase transaction may include nmultiple itens, but
the total anobunt, to include all incidental charges (e.g., shipping/
transportation costs) shall not exceed the cardhol der’s single purchase
[imt. DO NOT SPLIT REQU REMENTS TO STAY WTHI N THE SI NGLE PURCHASE
LIMT. TH S PRACTICE I S PROHI BI TED. Wen the total value of required
itens exceeds the cardholder’s single purchase limt, conbine the itens
on one purchase request and forward it to the DOC

g. For requirenments under $2,500, conpetition is not required.
However, the cardhol der nust determne the price to be fair and
reasonabl e (information on how to determ ne price reasonabl eness w ||
be covered in cardhol der and approving/billing official training) and
rotate purchases anong qualified vendors.
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h. For transactions whose total val ue exceeds $2,500 (the
m cropurchase limt) and if a higher dollar limtation is authorized in
the cardhol der’s specific del egation, the purchase card may be used for
paynment purposes only. 1In these cases, solicit conpetition from at
| east three legitimate sources. Also, the follow ng requirenents

appl y:

(1) The transaction nust be nade in conjunction with a
sinplified acquisition procedure (such as a purchase order or bl anket
pur chase agreenent (BPA), etc.), or to initiate calls or orders placed
agai nst existing contracts or agreenents (e.g., indefinite quantity
contract or Federal Supply Schedule (FSS) contracts, etc.). The
contract or agreenent nust include applicable clauses/provisions and
allow for paynent with the purchase card. |In these cases, it is the
responsibility of the cardholder to obtain vendor confirmation that the
contract or agreenent allows for paynent with the purchase card.

(2) Information on placing orders against indefinite delivery
contracts is found in Part 16.5 of the FAR (copy on file at the DQOC).
The DOCs will determne if cardholders outside the DOC wi ||l be given
authority to place orders against these type contracts and if so,
provide training on the types of information that nust be docunented to
satisfy witten requirenents applicable to placing orders agai nst
indefinite delivery contracts, reporting requirenents, etc.

(3) For purchases over $2,500 (when authorized in the
cardhol der’ s specific del egation), when placing orders under federal
supply schedule (FSS), nultiple award contracts, determne the price to
be fair and reasonable and provide FSS vendors a fair opportunity to be
consi dered for each order

i. Informmerchants that the purchase is for official Governnent
pur poses and, therefore, may be exenpt fromstate or |local taxes in
accordance with state law. The purchase card is inprinted with “U S
Government Tax Exenpt” for additional clarification. The tax exenpt
nunmber is the first eight digits of the purchase card nunber. If the
vendor refuses to accept this status, in accordance with state/l ocal
tax | aws, the cardhol der should notify their Agency Program Coordi nator
or the local Directorate of Contracting.

j. Backordering is not allowed. Cardholders are responsible for
informng the vendor that billing cannot occur until the itenm(s) are
shi pped and/or delivered. Ensure that the nmerchant uses either
el ectronic or tel ephone clearance of purchase fromthe bank. Itens
pur chased nust be available for delivery wthin 30 days or by the tine
the nonthly report is received to sinplify nonthly reconciliations.
Multiple delivery sites on a single order are acceptable so long as the
vendor does not bill until all deliveries under the transaction are
made and accepted by the Governnent.
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k. Authorization is obtained by the vendor automatically for al
purchases at the point-of-sale. The bank authorization system checks
each individual cardholder’s single purchase limt, nonthly [imt, and
the type of merchant being utilized before the transaction is approved.
This ensures that cardholders are within the [imts established in
their letter of authorization. Enmergency purchases beyond the assigned
monthly limt may be authorized by the approving/billing official, but
must be coordinated with the installation AAOPC at the DOC and the bank
prior to exceeding limts.

. Maintain a conprehensive register/log of all purchases, with
supporting docunentation. Register/log should be conplete and up-to-
date since it will be used to reconcile the nonthly SOA and w il be
subject to review by the approving/billing official, DOC, |RAC, AAA or
ot her surveillance organi zations/activities.

m Review, verify and reconcile the item zed nonthly statenent of
account (SOA). Ensure that all docunents (sales slips and/or delivery
tickets, etc.) are legible, accurate, conplete and on hand for
reconciliation at the end of the billing cycle. |If charged for an item
incorrectly, provide a conplete explanation of the error on the
statenent. Also, conplete the “Statenent of Questioned Iteni form and

forward the original to the bank with a copy to the approving/billing
official to acconpany the SOA for forwarding to DFAS. NOTE: itens not
received during the billing cycle should not be imediately disputed

(see paragraph 3.5, Disputes, for additional information). Sign the
SOA, attach supporting docunentation (including credit vouchers), and
forward all to the approving/billing official within 5 days of receipt
fromthe bank (if in doubt as to the date the SOA was received by the
Governnment, use the date on the SOA as a reference point). |If the SOA
is not received by the second day of the nonth followng the billing
cycle, contact the bank (the nunber is on the back of the purchase
card) and request a reprint of the SQCA

n. Retain all copies of purchase card charge slips (sales draft),
vendor invoice or cash register receipt (or delivery ticket), etc.,
with the copy of the SOA. These docunents becone part of the audit
trail and nust be retained for two years. (See Appendix E for
addi tional record keeping information.)

0. During periods of tenporary duty (TDY) or when on | eave status,
during the period when the Statenent of Account (SOA) is received for
verification/reconciliation, the cardhol der nust forward all supporting

docunentation to the approving/billing official prior to departure.
The approving/billing official will be responsible for reconciling
charges and coordinating with the billing office to ensure tinely

paynment. The cardhol der nust sign a copy of the SOA upon return to
wor k.

11



U.S. Army, HQ TRADOC
Standard Operating Procedures
Purchase Card Instructions

2-5. APPROVI NG BI LLI NG OFFI CI ALS. Approving/billing officials, like
cardhol ders, nust al so neet the highest ethical standards.
Approving/billing officials shall:

a. Ensure that conpleted SOAs are pronptly received from al

cardholders. It is the approving/billing official’s responsibility to
contact the cardhol der and obtain SOAs if they are not provided on
time. The approving/billing official will also receive a “roll up”

statenent of transactions for all cardholders for whom he/she is the
approving/billing official.

b. Review each cardhol der’s SOA and supporting docunentation to
ensure that |ocal purchase authority was received fromthe process
owner prior to purchase, that the purchase was for official Governnent
use and that it was nmade in accordance wth applicable regulations and
this SOP. |If a purchase is questioned for any reason, discuss it with
the cardholder. |If the item should not have been purchased, require
the cardholder to return the itemand obtain a credit against the card
nunber used in the original purchase. NEVER ALLOW CASH CREDI TS TO BE
CENERATED! The other alternative is to obtain a personal check from
the cardhol der for the full anpbunt of the purchase, nmade out to the

“Treasurer of the United States.” Resolution of potenti al
inproprieties and penalties for msuse of the purchase card are the
responsibility of the approving/billing official. Actions against the

cardhol der should be coordinated with the DOC, and can range froma
letter of reprimand, suspension or revocation of the purchase card, to
renmoval of the enpl oyee depending on the severity of the violation.

c. Approve and certify for paynment all undi sputed anmounts by
signing the SOA and the invoice. Return the supporting docunentation
(sales receipts, delivery tickets, etc.) to the cardhol der, who is
responsi bl e for retaining these docunents for audit purposes. Wthin
15 days of receipt of the SOA by the cardholder (or if date of receipt
by the Governnent is unclear, within 15 days of the date on the SQOA)
submt the approved original SOAs to Defense Finance and Accounti ng
Servi ces (DFAS).

d. Coordinate, process and nonitor disputed purchases, credits and
billing errors.

e. |If the cardholder is absent during the tine period when the SOA
must be verified and forwarded, reconcile the SOA and forward a copy to
DFAS. Upon the return of the cardhol der, the original SOCA nust be
properly signed and forwarded to DFAS.

f. Together with the Resource Manager, establish cardhol der
spending limts based on office need and coordination with the
commander/di rector and the budget certifying official.
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(1) Ensure that prior to authorizing a cardhol der to use
hi s/ her card as a nethod of paynent for a transaction val ued greater
than $2,500 (if so authorized in his/her letter of delegation), the
Car dhol der Account Update form has been conpleted and submtted to the
instal lati on Agency Program Coordinator to establish a separate account
or to otherw se distinguish between the different types of cardhol der
authority.

(2) The cardhol der’s specific delegation of authority should
clearly indicate dollar limtations for the different types of
transactions. The micropurchase limt ($2,500) is the maxi mum single
purchase anount for nost cardhol ders.

(3) The single purchase |limtation for training requirenents
is $25,000, when the purchase card is used in conjunction with a DD
1556.

(4) Cardhol der accounts that are established as "Super Users"
under a Purchase Card Agreenent (PCA) shall include a del egation of
authority for maxi mum single purchases not to exceed $25, 000,
in accordance with the ternms and conditions specified in the PCA

(5 A limted nunber of outside-DOC cardhol ders nay be
aut hori zed a higher anmount if authorized to use the card as a paynent
met hod in conjunction with a sinplified acquisition procedure (e.g.,
purchase order, BPA, requirenents type contract, etc.).

g. Conplete the Approving/Billing official Account Update form and
forward to the DOC when changes to the approving/billing official
account are necessary.

2-6. DEFENSE FI NANCE AND ACCOUNTI NG SERVI CE (DFAS). As the designated
paynment office, DFAS wll:

a. Receive nonthly SOAs and invoices after verification and
certification by approving/billing officials.

b. Make proper paynents to the bank, upon receipt of a properly
certified invoice.

c. Notify the Billing/Approving Oficial, the |ocal purchase card

Agency Program Coordi nat or and/or the bank, when receipt of SOAs is
del i nquent.
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Chapter 3

General Instructions

3-1. TRAI NI NG REQUI REMENTS.

a. Prospective cardhol ders and approving/billing officials nust
conpl ete appropriate training (the DOC will determ ne the extent and
duration) on use of the purchase card. This training will be devel oped
by the DOC and will include but not necessarily be limted to
i nformati on about federal, defense and Arny regul ations, policies and
procedures pertaining to m cropurchases and sinplified acquisitions,
and Governnent ethics training. Olientation shall address GSA, the
banki ng process, policy/procedures and installation specific procedures
for use of the purchase card. Training for cardhol ders and approvi ng/
billing officials at renote |ocations may al so be conducted using a
training video prepared by the DOC. This training will be conducted by
the installation Agency Program Coordi nator or an authorized individual
out si de the DOCC.

b. Installation process owners are encouraged to actively
participate in this instruction. At the very least, they are
responsi ble for presenting material in their area of expertise.

c. For those cardhol ders who are authorized a single purchase
limt exceeding $2,500, additional training (e.g., on conpetition and
smal | busi ness set-aside requirenents, extent of “adequate”
docunentation for higher dollar value acquisitions, etc.) is required.
The DOC will determ ne the extent and duration of this additional
trai ni ng.

3-2. | MPLEMENTATI ON PROCEDURES. The cardhol der’ s organi zation w ||
ensure internal procedures are established that include, but are not
necessarily limted to the foll ow ng topics/issues:

a. Funding process, including procedure to conmt funds prior to
purchase and to record obligations after purchases are nade;

b. Packaging, marking and delivery procedures to ensure easy
identification of itens received.

c. Designation of personnel responsible for certifying receipt and
acceptance of itens ordered.
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d. Procedure or process to add accountabl e (non-expendabl e/
durable) itens to the property book or hand receipt, respectively.

e. Ensure that a copy of the delivery ticket is provided to the
cardhol der no |ater than one day follow ng receipt of the iten(s) when
deliveries are made to a Central Receiving Point (CRP)

f. Procedures to ensure SOAs are verified, certified and forwarded
to DFAS in accordance with required timefranes, during tinmes of absence
of cardhol ders and approving/billing officials.

3-3. DOLLAR LIMTS. Any changes to the followng Iimts nust be
requested by the approving/billing official or the Director, Resource
Managenent (DRM). The approving/billing official nmust conplete the
Car dhol der Account Update formand forward it, along with a supporting
meno, through the appropriate budget office to the Agency Program
Coor di nat or .

a. Single Purchase Limt.

(1) This is the anount the cardhol der can obligate per
transaction, per vendor, and wll be authorized by the DOC in the
cardhol der’ s del egation of authority. This anount will be determ ned
by the approving/billing official in coordination wth the comuander/
di rector and budget certifying official, and will normally be limted
to the mcropurchase threshold ($2,500) for outside-DOC cardhol ders.
DOC and sone outside-DOC cardhol ders, with appropriate training and
experience, may be authorized a higher amobunt when the card is used as
a nethod of paynent (nust be specifically authorized in the
cardhol der’ s del egation of authority), where the card is being used:

(a) in conjunction with a sinplified acquisition procedure
such as a purchase order, blanket purchase agreenent (BPA), purchase
card agreenent (PCA)

(b) wth a DD 1556 for training requirenents, or

(c) for printing services from Defense Automated Printing
Servi ces (DAPS).

(d) toinitiate calls or orders placed against existing
contracts or agreenents which include applicable clauses/provisions,
and

(e) to order fromcontracts where contract/ procurenent
terms/ provi sions provide for paynent by the purchase card.

(2) A single transaction may include nultiple itens, but the
total amount of the transaction, to include all incidental charges
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(e.g., transportation costs), shall not exceed the cardholder’s single
purchase imt. PURCHASES SHALL NOT BE SPLIT in order to stay within
the single purchase imt.

b. Mnthly Cardholder Limt. This is a budgetary limt

establi shed by the approving/billing official in coordination with the
budget certifying official. This |limt is used for funds control
pur poses.

(1) The total cunul ative dollar value of all purchases during
a single billing cycle may not exceed the established nonthly limt,
which is identified in the cardhol der’s del egati on of authority.

(2) The approving/billing official will be notified by the
bank when 95% of the cardholder’s total nonthly Iimt has been reached.
The approving/billing official nmust notify, in witing, the
installati on Agency Program Coordinator, if a higher nonthly limt
becones necessary; for instance, at fiscal year-end.

c. Monthly Approving/billing official Limt. This is the total of
all nmonthly spending limts of cardhol ders under an individual
approving/billing official. The bank will provide notice when a
cardhol ders’ activity reaches 80% of the approving/billing official’s
mont hly authorization. |If at sonme point the nonthly cardholder [imt
is raised, then the approving/billing official’s nonthly Iimt nust
al so be raised before the bank will accept the increased expenditures
in any given nonth.

3-4. STATEMENTS.

a. The bank w Il provide four statenents at the end of the billing
cycle. One (the SOCA) wll go to the cardholder; it contains a listing
of all itens purchased in the previous 30 days. BILLI NG STATEMENTS
SHALL BE DATE STAMPED | MVEDI ATELY UPON RECEI PT. The second is a
conposite statenment provided to the approving/billing official, which
contains all purchases nmade by that approving/billing official’s
cardhol ders during the previous nonth. The third and fourth statenents
are conposite statenents, provided to DFAS, of all cardhol der purchases
made during the previous nonth for the installation. The invoice,
coupled with the SOAs provide for validation of receipt of services
and/ or supplies for paynent. Purchases that have been nade during the
billing cycle will be paid by the bank. Rei nbursenment to the bank wl|
be made each nonth by DFAS.

b. The cardholder will receive the SOA. Information nust be
filled in by the cardholder. Space is provided for a brief description
of itenms purchased, the organi zati on accounting code, object class
code, and designation of business classification. |In addition, there
is space for the cardholder to note any errors on the bill. The
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cardhol der verifies purchases, signs the SOA and forwards it, along
with his/her copies of the custonmer receipts (sales draft) received at
the time of purchase or the delivery ticket and the questioned item
form(s) (if there are any), to his/her approving/billing official for
verification. After verification by the approving/billing official,

t hese supporting docunents are returned to the cardholder. The
approving/billing official will certify the SOA sign and forward it to
DFAS for paynent. NOTE: As installations inplenment the single |line of
accounting per cardhol der account initiative, the above procedures wll
be revised. This SOP will be updated at that tine.

c. The bank wll issue the statenents on the sanme day every nonth.
The approving/billing official nust forward all certified SOAs and
invoices to DFAS at the sane tinme every nonth

*x*xx*x* ENSURE STATEMENTS/ | NVO CES ARE DATE STAMPED. * * ***
3-5. DI SPUTES:

a. Cardhol ders should not dispute nonreceipt of billed itens
during the first billing cycle since many of those itens are typically
received within the next billing cycle. The charge for an item should
be paid when it appears on the invoice. Cardholders should wait 45
days prior to disputing non-receipt of billed itens. These itens nust
be tracked to insure they are received during the next billing cycle;
if not, they nust be pronptly disputed.

b. If the cardhol der purchases itens or services that are found to
be defective or faulty, the cardholder has the responsibility to return
the itemto the nmerchant for replacenment or to receive a credit on the

purchase that will appear on the next nonth’s SOA. If the nerchant
refuses to replace the itemor correct the faulty service, then the
transaction will be considered to be in dispute. Any billing

di screpanci es/ di sputes that cannot be resolved by the cardhol der and
the approving/billing official should be directed to the disputes
official at the DOC

c. Paynment for the disputed itemor service will be credited
i medi ately. The next nonth’'s statenent will reflect this credit. The

bank will investigate the dispute and nake a determnation if paynent
shoul d be deferred or made. The Governnment has the right to refuse to
make paynment. |If there is a dispute, the “Cardhol der’ s Statenent of

Questioned Itens” form should be conpleted by the cardhol der, attached
to the SOA and provided to DFAS so it can be forwarded to the bank for
resol ution.
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3-6. AUTHORI ZED USE

a. A purchase card, which is issued with the cardhol der’ s nane
enbossed on the front, shall be used only by that individual. NO OTHER
PERSON | S AUTHORI ZED TO USE THE CARD, | NCLUDI NG APPROVI NG BI LLI NG
OFFI G ALS, SUPERVI SORS, OR COVMANDERS | N THE CARDHOLDER S CHAI N OF
COVIVAND.

b. Authorization is sought automatically by the vendor for al
purchases at the point-of-sale. The banking authorization system
checks each individual cardholder’s single purchase limt, nonthly
l[imt, and the type of nerchant being utilized before the transaction
IS approved.

3-7. UNAUTHORI ZED USE. The only “absolute” restrictions on use of the
Purchase card are inposed by GSA and are:

a. Cash advances (includes noney orders);
b. Long-termrental or |ease of land or buildings; and

c. Telecommunication (tel ephone) services (e.g., mjor network
services |ike FTS2000, DSN, DI SN or dedicated voice and data circuits).

3-8. CONTROLLED PURCHASES. The Purchase card cannot be used to obtain
the followng itens wthout the specific approval fromthe supply
system | MM (I ntegrated Material Manager). The Directorate of
Installation Support (DIS) wll obtain these approvals for the custoner
regardl ess of nethod of paynent:

a. Weapons systemrelated itens;
b. Handguns, firearns and other sensitive itens; and

C. Hazar dous nmaterials such as chenicals, anmmunition and
expl osi ves.

3-9. “CONDI TIONAL” USE. Itens or services not identified as
restricted or controlled above may be potential candi dates for
acquisition with the purchase card after |ocal purchase authority has
been provided by the process ower (e.g., DOM DS, DPW DO, etc.).
However, if the requirenent is not relatively “straight forward” and
“non-conplex” in nature (e.g., in the case of sone repair services), it
shoul d probably be forwarded to the DOC for purchase. In this case, if
t he val ue of the acquisition is under $2,500, it should be acconpanied
by an explanation as to why it cannot be obtained by the cardhol der.
Sone exanples of types of itens or services that m ght be obtained via
t he purchase card are:
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a. Short term Governnent vehicle | eases (not for personal TDY use)
(Process owner DI S)

b. Itens normally available in the DoD whol esal e supply system
but time of expected delivery and cost wll jeopardize satisfactory
conpletion of mssion requirenents (Process ower DI S).

c. Travel-rel ated expenses:

(1) Purchase of airline, bus, boat, train or other travel
related tickets (Process owner DI'S) (see note bel ow).

(2) Purchase of neals, |odging or other authorized travel
subsi stence expenses (Process owner DI'S) (see note bel ow).

NOTE: There are other types of credit cards (i.e., the Governnent
travel card) designed for travel purposes and nust be used to the
maxi mum practical extent. Although the purchase card is not intended
for use to pay for travel related expenses, it is possible to use the
card for travel purposes when:

- specifically authorized under the nerchant activity type code,

- where the mandatory GSA travel and subsistence card (i s not
accepted, and

- when the traveler has specific witten perm ssion of his/her
supervi sor and/or approving/billing official.

Al so, the cardhol der nmust present the vendor with a copy of his orders
as proof of official travel status and a tax exenpt formfor
eligibility for state and | ocal tax exenpt status. However, there are
states that do not recognize travelers on official duty as “tax
exenpt”. In these cases, the traveler will claimthe tax portion of
the bill on his travel voucher. |If the purchase card is used, it is
the responsibility of the cardhol der and hi s/ her supervisor and/or
approving/billing official to ensure the cardhol der does not claimthe
anount charged on the purchase card on his/her travel voucher

Further, suggest remarks section on the voucher set out/enphasize what
was paid for with what card

Al so, note that under the U S. Governnent car rental agreenment program
the purchase card is not considered acceptable proof of official travel
status, nor is it honored as a paynent nethod.

Sone exanples where it may be appropriate to use the purchase card
subject to the above stated conditions:
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- In support of the Departnent of Defense Information Programfor
International Mlitary Students.

- Meals for service nmenbers during reserve training.
- Meals for nenbers of casualty details.

- When adm ni strative cost of preparing/processing travel orders
and vouchers exceeds anpbunt of funds to be reinmbursed to the traveler.

- Meals provided for installation visitors at official functions
when it is otherw se appropriate for protocol purposes.

d. Purchase of gasoline or oil for vehicles except: aircraft,
vessel s, and departnent owned vehicles (Process owner DI S).

e. Repair of GSA | eased (interagency fleet managenent) vehicles
(Process owner DI S)

NOTE: Those custoners of the GSA Fl eet Managenent Program who use the

SF 149, U. S. Governnent National Fleet Card, to pay for services,

mai nt enance and repair to | FM5 vehicles shall not use the purchase card
inlieu of the SF 149 to pay for those sane purchases w thout specific

approval of the process owner.

f. Mssion essential personnel clothing or footwear (e.g., safety
shoes, safety glasses, etc.) (Process owner D'S).

g. Printing or copying services. Note that statutory and
regul atory restrictions govern conmerci al procurenent of printing
regardl ess of nethod of paynent. Printing services nust be procured
fromthe Defense Automated Printing Service (DAPS), and it is
accept abl e and encouraged to use the purchase card for paynent (Process
owner DO M but no preapproval is required when obtaining printing from
DAPS) .

h. Construction (not to exceed $2,000), alteration, or repair of
real property (Process owner DPW ENG .

i. Short-termrental or |ease of land or buildings (e.qg.,
depl oying unit needing office space for a nonth) (Process owner
DPW ENG) .

j. Janitorial, yard and mai ntenance services val ued at under
$2,500, if these services are not avail abl e under an exi sting BASOPs
service contract (Process owner DPW ENG) .

k. ADP and tel ecommuni cati ons supplies, software, equipnment and
repair and/or other services (Process owner DO M.
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| . Paynent of telecomunications (tel ephone) services under an
exi sting intergovernnental or installation service contract (Process
owner DAM .

m  Audi ovi sual aids or equipnment (Process owner ATSC or Post AV).

n. Unit guidons, flags, battle streaners, or unit coins if
approved by the Institute of Heraldry.

0. SSA ASL stocked itens, if out of stock or estimated delivery
date will not neet imediate requirenents (Process owner DI S).

p. Personalized or pronotional itens (e.g., comrander’s coins)
approved for purchase with appropriated funds (Process owner CG or
Pr ot ocol ).

g. Nonexpendabl e/ durabl e property (Process owner DI S).

3-10. PENALTY FOR M SUSE. Intentional msuse of this card for other
than official Governnent business wll be considered as an attenpt to
commt fraud against the U S. Governnent and will result in the

i mredi ate cancellation of the card and may also result in disciplinary
action against the cardholder. Severity of discipline can range from
reprimand to renoval from Governnment service, under applicable
Departnent of the Army procedures. The cardholder will be personally
liable to the Governnment for the anobunt of any unauthorized purchases
and possible subjection to a fine of not nore than $10, 000 or

i nprisonnment for not nore than 5 years, or both under U S.C 641.

3-11. LOST OR STOLEN CARDS.
a. Should the purchase card be |ost or stolen, the cardhol der nust

i mredi ately notify his/her approving/billing official and the bank
(Custonmer Services) The approving/billing official will require the
followng information to conplete a report:

(1) the card nunber

(2) cardholder’s conplete nane

(3) the date the card was | ost or stolen

(4) if stolen, the date reported to the police

(5) date the bank was notified

(6) any purchases nade on the day the card was | ost or stolen
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(7) any other pertinent information

b. Once the card has been reported to the bank, a new card with a
new account nunber will be mailed to the cardholder within ten business
days of the reported loss or theft. The Governnent may be responsible
for the charges against this card should the bank not be notified at
once of the loss of the card.

c. The approving/billing official shall provide the witten report
to the DOC. The report will include the date of loss, the |ast date of
pur chase nmade and any other rel evant information.

d. If areported lost or stolen card is |ater found, the card-
hol der should cut the card in half and give it to his/her approving/
billing official. The approving/billing official wll conplete a
destruction notice and forward it to the installation purchase card
program coor di nat or

3-12. DEPARTURE OF CARDHOLDER. Before clearing the installation, the
cardhol der nmust return the card to the approving/billing official, or

t he Agency Program Coordinator who will destroy the card and conplete

the mai ntenance to close the account. Copies of the cardhol der’s SOAs
and supporting docunentation nust be retained by the approving/billing
official for final paynents/account close out.

3-12. TRANSFER OF CARDHOLDER TO ANOTHER APPROVI NG BI LLI NG OFFI Cl AL.

If a cardholder is transferred to another office with a different
approving/billing official, the new approving/billing official nust
determne if the enployee will be a cardholder within the new office.

If it is determned that the card should be kept by the cardhol der, the
new approving/billing official should request, in witing, that the

A/ OPC change the master file to update the cardhol der’s status w t hout

i ssuing a new card.

3-14. REQUESTS FOR ADDI TI ONAL PURCHASE CARDS OR CHANGES. AlIl requests
for new cardhol ders or changes to current cardhol ders accounts will be
done on authorized forns only and submtted to the DOC for processing.
The follow ng information nust be provided:

a. Full name of the cardhol der, cardhol der’s work address and
comercial work place nunber (new accounts). |If nmaintenance is needed
on an exi sting account, the cardholder’s credit card nunber nust be
provi ded and only that information which is changing needs to be filled
in on the form

b. Approving/billing official’s nanme nust appear on all forns.

c. Organi zation nane, fiscal appropriation nunber this individual
woul d normal ly use, the single purchase limt and the 30 day spendi ng
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limt to be assigned to the cardhol der (new accounts only unless this
information is to be changed on an exi sting account).

3-15. OVERSI GHT. TRADOC DOCs are responsible for conducting an annual
revi ew of cardhol ders’ purchase records. |Itens of particular interest
woul d include but not necessarily be limted to: evidence of bulk
fundi ng, the appearance of “splitting requirenents”, potential use of
the card by other than the designated cardhol der, tineliness of the
submttal of SOAs to DFAS, etc. The review should be conducted on a
random sanpling basis. Al cardhol der and/or approving/billing
official records connected with the purchase will be made avail abl e
upon request.

3-16. | NTERNAL CONTRCOL PROCEDURES. The organization/unit commander or
office chief is responsible for ensuring that adequate nanagenent
controls are in place and working to provide reasonabl e assurance that
resources are protected fromfraud, waste and m suse. They are al so
responsi bl e for periodically evaluating key managenent controls and
correcting any weaknesses found as a result of these eval uations.
Commander s and managers shoul d ensure that cardhol der and approvi ng/
billing official files are reviewed on a regular basis for conpliance
with this SOP. A checklist/worksheet will be conpleted to evaluate the
ef fectiveness of their purchase card program |[|f commanders and
managers elect to evaluate these controls, the evaluation should be
included in their Managenment Control Plan. Results of these

eval uations will be docunented on DA Form 11-2-R (Managenent Contro
Eval uation Certification Statement). The DA Form 11-2-Rs w || be
certified by the Assessable Unit Manager. Negative reviews could
result in suspension of the cardholder’s purchase card or the
approving/billing official’s authority and responsibilities under the
pur chase card program

APPENDI X A

ACRONYMS
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ACH Aut omat ed C eari ng House

AFARS Arrmmy Federal Acquisition Regulation Suppl enent

A/ OPC Agency/ Organi zati on Program Coor di nat or

APC Accounting Processi ng Code

ASF/ SOA Armmy Stock Fund/ Supply Operations, Arny

ASL Aut hori zed Stockage Li st

BO Billing Oficial

BPA Bl anket Purchase Agreenent

BSP BankCard Software Program

CARE Cust oner Aut omati on Reporting Environnment

COPARS Contractor Operated Parts Store

COR Contracting O ficer Representative

CRP Central Receiving Point

DFARS Departnent of Defense Federal Acquisition Regulation

Suppl enent

DS Directorate/Director of Installation Support

DCC Directorate/Director of Contracting

DA M Directorate of Informati on Managenent

DPW Directorate of Public Wrks

EFT El ectroni ¢ Fund Transfer

FAR Federal Acquisition Regul ation

VDS Mlitary District Washi ngton Software
APPENDI X A
(Conti nued)

PCA Purchase Card Agreenent

FI P Federal Information Processing
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| SSA Installation Supply Support Activity (Installation Supply
Di vi si on)
| MPAC | nt ernati onal Merchant Purchase Authorization Card
| SD Instal l ati on Supply Division
PBO Property Book O ficer
PC Per sonal Conput er
SIC Standard I ndustrial Cassification
SOP St andard Operating Procedures
SVA Supply Managenent Arny
SSA Supply Support Activity
SSSC Sel f-Service Supply Center
TI SA Troop | ssue Subsistence Activity
APPENDI X B

Resour ce Managenent Procedures & Instructions
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1. PURPCSE: To provide standard procedures for purchase card users.
Procedures are intended to stream ine the purchase card process and
reduce the admnistrative cost of nmanagi ng the program for purchases of
$2,500. 00 and | ess.

2. Resource Managers wll coordinate with the Agency/ Organi zati on
Program Coordi nator (A/OPC) to nmake the follow ng changes to all new
and exi sting cardhol der m cropurchase accounts. Cardhol der updates
shoul d be conpleted prior to the next billing cycle. Procedural
changes are as foll ows:

a. The RMw Il assign a single accounting classification for each
| MPAC Car dhol der account nunber. Use only one basic synbol on each
card to provide an adequate audit trail for future interest paynents,
di scounts and rebates. The accounting classification should be entered
in the “Master Accounting Code” field on the cardhol der account set-up
or account maintenance information form This will allow the
accounting classification to be automatically reflected on the
Cardhol der’ s statenent of account. A total of 50 characters is
available in the Master Accounting field to accombdate the fund
citation. The fund citation should be entered in this field as
fol | ows:

PCSI TI ON LENGTH DATA ELEMENT
1-2 2 Depart nent
3 1 Fiscal Year (Fill with an asterisk)
4-7 4 Basi ¢ Synbol
8-11 4 Li m t/ Subhead
12-13 2 Oper ating Agency (QA)
14- 17 4 Al l ot ment Serial Nunber (ASN)
18- 21 4 El enent of Resource (EOR)
22- 35 14 St andard Docunent Nunber ( SDN)
36- 39 6 Account Processing Code (APC) or Cost Center
40- 44 3 Bank or Local Use
45- 50 6 Fiscal Station Nunber (FSN)
(1) Fill the Fiscal Year position with an asterisk.
Cardhol ders will have to verify the correct fiscal year on the
statenment of account. Right justify and zero fill any inconplete
fields.
APPENDI X B
(Conti nued)

(2) Determne the nost appropriate EOR for each cardhol der
account. Do not request additional cards to separate purchases by
obj ect class, instead select the nost appropriate EOR for that
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Cardhol der. If your activity is already using an automated systemto
assign nore specific EORs or accounting classifications to the
transactions and this systemforwards the detail ed accounting
transactions to DFAS via electronic nmeans (i.e., No manual keypunching
by DFAS personnel), you may continue to use your |ocal procedures.

(3) Assign a Standard Docunment Nunber SDN to each cardhol der’s
account. One of the two follow ng nmethods shoul d be used.

(a) Assign a single SDN to the cardhol der’s account using the
“Master Accounting Code” field as described in paragraph 3.a. above.
This nmethod will result in the same SDN being used for all purchases
made under that Cardhol der’s account. Recommended structure is:

PCSI TI ON ENTRY

1-5 “1 MPAC’

6-9 Level 5 Nunber (Approving/Billing Oficial)
10- 14 First 5 Letters of Cardhol der’s Last Nane

(b) Assign a single SDN to each cardhol der account for every
monthly invoice. This allows managers to track obligations and
di sbursenents by invoice. Managers choosing this option nust ensure
positions 1-5 and 10-14 are coded to the “Master Account Code” field.
Positions 6-9 will be filled with an asterisk. Cardhol ders and/ or

Approving/Billing Oficials will be responsible for ensuring the entire
SDN, including Julian date, is clearly annotated on the
Approving/Billing Oficial’s Statenent prior to transmttal to the
finance office for paynent.
POSI Tl ON ENTRY
1-5 “I MPAC’
6-9 Julian Date of Invoice
10- 14 First 5 Letters of Cardhol der’s Last Nane
APPENDI X B
(Conti nued)

© In order to safeguard account nunbers, we do not reconmend
using the | ast four positions of the cardhol der’s account nunber in the
SDN.
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3. Resource Managers wi |l fund | MPAC purchases using the “bul k”

met hod. This nethod requires a periodic (nonthly, binonthly,
quarterly) fund reservation (obligation or formal comnmtnent) equal to
the antici pated purchases for that period. Commtnents wll be posted
prior to the beginning of the billing cycle. oligations wll be
posted not later than the invoice paynent date. D sbursenents shoul d
decrenment bul k funding. Do not post individual line itemobligations
or disbursenents for each purchase transaction

4. Organi zations using manual nethods to forward paynent information
to DFAS shoul d al so nake the foll ow ng changes:

a. Cardhol der Statenments of Account (SOA) and ot her origina
docunent ati on should be retained by the Approving/Billing Oficial or
program rmanager for a period of two years.

b. Approving/Billing Oficials shall match the Cardholder SOA to
Approving/Billing Oficial Statement, review disputed item forns,
verify/annotate the accounting classification, sign/date the Billing
Statenment and forward it and any dispute forns to the bank and DFAS-1 N
payi ng office for reconciliation.

5. Al activities should be advised that the Assistant Secretary of
the Arny for Research, Devel opment and Acquisition (ASALT)rel eased a
policy letter dated 12 July 1996 that inplenents del ayed di spute
procedures for all purchase card transactions. |In summary, this
policy requires cardholders to delay dispute on non-received itens for
a period of 45 days or the receipt of the next invoice, whichever
occurs first. The current dispute procedures in use are |abor

i ntensive. Studies have shown that nost itens that have been billed

but not received are, in fact, received by the next billing cycle. The
GSA contract and banking policy allows a dispute period of 60 days from
the date of the Billing Statenent/initial invoice.

APPENDI X B

(Cont i nued)

6. Requests for exception to the above financial managenent procedures
(paragraph 2) nust be approved by the Deputy Assistant Secretary of the
Arny for Financial Operations (DFAS(FO). Activities granted an
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exception will be required to provide an automated nethod that (1)
rolls up accounting information to the fewest possible Iines of input
and (2) transfers that information via electronic file to the paying
of fice.

APPENDI X C

Supply Procedures & Instructions

1. PURPCSE. To establish procedures to be used by purchase
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cardhol ders when buyi ng non-cat al ogued, non-stocked, non-standard itens
of supplies and equi pnent. Were conflicts exist between supply
regul ati ons and these procedures, these procedures govern.

2. PROCEDURES.

a. The cardholder is authorized, in witing, as an ordering
of ficer by the DOC

b. Itens stocked in the Supply Support Activity (SSA) Authorized
St ockage List (ASL) (either the 1SD, Self-Service Supply Center (SSSC)
or Clothing Initial Issue Point)do not normally qualify for | ocal
purchase. Cardholders will verify stockage status of an itemprior to
initiating procurenent action. This clearance action can be obtained
either telephonically fromthe Installation Supply D vision (1SD), or
froma listing provided by the 1SD to the cardholders for this purpose.
The item may be purchased with the purchase card if the required item
is out of stock and the estinmated delivery date will not neet imedi ate
requi renents. 1In this case, |local purchase authority nmust first be
obtai ned fromthe SSA, the value of the transaction nust be within the
cardholder’s dollar Iimtation and the purchase is otherwi se made in
accordance wth established purchase card program gui delines. The SSA
should maintain a log of all tel ephonic clearances. The purchase card
may al so be used to maintain an appropriate stockage |evel of ASL itens
if that is determned to be the nost efficient nethod of stock
repl eni shnent.

c. Prior to making a purchase, the cardholder will determne if
the required itemis on a list of itens that have been preapproved for
| ocal purchase. |If the itemis not on such a list, the cardholder wll
obtain | ocal purchase authority fromthe DI'S and ensure that funds are
avai l abl e prior to making the purchase. Controls will be instituted by
the approving official to ensure available funding is not exceeded.

d. The purchase card nay be used to buy centrally managed,
commercially avail abl e National Stock Number (NSN) itens when the

desi gnat ed approving/billing official determ nes the purchase is to be
in the best interest of the governnent. “Best interest” equates to a
APPENDI X C
(Cont i nued)

conbi nation of quality, tineliness, cost and i nproved readi ness. An
exanple is a repair part purchased froma DLA- Approved vendor
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e. Cardhol ders nmay by-pass the Stock Record Account when purchasing
itens that:

(1) are not in the Arny inventory;

(2) have not been assigned a NSN but have been coded in the
Arnmy Managenent Data File (AMDF) for |ocal purchase with Acquisition
Advi ce Code of “K’, or “L”;

(3) needed in energency situations;

(4) that have been previously requisitioned through the supply
system but have been returned to the custonmer for |ocal purchase
procurenent with rejection codes of “CK’, “CP” and “CW.

f. Cardhol ders nmust observe established priorities for use of
gover nnment supply sources. |In descending order of priority, as
described in 41 Code of Federal Regul ations 101-26. 107, agencies shal
satisfy supply requirenents from agency inventories, excess from other
agenci es, Federal Prison Industries, procurenent |ists of products
avai lable fromthe Commttee for Purchase from People Wo Are Blind or
Severely Disabl ed, whol esal e supply sources (such as stock program of
the General Services Adm nistration, the Departnment of Veteran Affairs
and mlitary control points), and finally commercial sources.

g. Demands nust be recorded for purchases of repair parts. *“Post-
post” procedures are required to record these purchases. ULLS
custoners will process a demand transaction, DI C DHA to SARSS-1.

Demand data is required for materiel managenent center at the national
| evel and for input to the TRM node.

h. Local purchase provisions under AR 710-2, Paragraph 4-20, do
not apply to these purchase card transactions.

i. Hand receipt holders nust prepare a DD Form 250 Materi al

| nspection and Receiving Report to acknow edge and report purchases of
nonexpendable itens to the PBO. The follow ng procedures wll be used

APPENDI X C
(Conti nued)

when conpl eting the DD Form 250 and will be found in Unit Supply Update
15.
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(1) Block 1. Enter the word “I MPAC’

(2) Block 2. Enter the invoice nunber or reference nunber
fromthe vendors receipt.

(3) Block 9. Enter the vendor’s nane and address.
(4) Block 13. Enter the hand recei pt nunber and unit address.

(5) Blocks 15 thru 20. Enter information pertaining to
item(s) purchased.

(6) Block 22. Enter date of purchase and hand recei pt
hol der’ s signature.

j. Durables may al so be purchased. Hand receipt control of
durables will be established and mai nt ai ned.

k. The cardholder will maintain a file including records of each
purchase nade with the purchase card (e.g., certifications of bank
statenents, receipts, credit vouchers, etc.). These records will be
made available to oversight officials (e.g., supervisor, internal
review, auditors, etc.) upon request.

.  Wen the cardhol der makes an over-the-counter purchase, upon
return to the activity, the person requesting the itemwll| verify
recei pt of the itemby signing the receipt/delivery ticket. Wen a
t el ephone order is nmade, the item ordered should be delivered to the
individual’s office. |If the DOC orders the item it may be necessary
to have the itemdelivered to the Central Receiving Point (CRP). |If
this is the case, the itemnust be identified show ng who requested the
itemso the CRP can imredi ately notify the individual for pick up.

If the CRP is used, the cardholder is responsible for ensuring that the
receiving individual verifies receipt of the item that the itemis

pi cked up within one (1) workday fromreceipt, and that the delivery
ticket/shipping docunent is received within the sane one-day tine
frame.

APPENDI X C
(Cont i nued)

m |If the sane itemcontains hazardous nmaterials, witten approval to
pur chase nust be secured fromthe installation Hazardous Materials POC
and the | SSA accountable officer prior to making the purchase (see

AR 200-1, Chapter 5, Environnental Protection and Enhancenent, for
details of the hazardous naterials program
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APPENDI X D

Purchase of FIP Resources |Instructions

1. PURPCSE. To establish procedures to be used by cardhol ders when
acquiring Federal Information Processing (FIP) equipnment and spare
parts, and tel ecomruni cati ons equi pnent and spare parts.

2. PROCEDURES.
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a. Authority for cardhol ders outside the DOC to purchase FIP
equi pnent, tel ecommuni cation equi pnent, and FI P/tel ecomruni cation
repair parts shall be jointly decided by the DOC and DO M The
purchase card shall not be used to acquire |icensed software that
requi res a separate software |license agreenent to be signed prior to
purchase (i.e., other than off-the-shelf). The deciding factor is that
a purchase card transactions nust be “stand alone”--that is, not
requi re additional docunentation or agreenents to be signed.

b. The DA M and DOC shall establish controls to assure that al
requi red approvals are in place prior to placing an order for FIP
resour ces.

c. The purchase card is |imted to purchases using OVA funds only.

d. The purchase card shall not be used for FIP services that
i nvol ve:

(1) services exceedi ng $2, 500,
(2) service/ maintenance on equi pnent covered by existing

contracts, unless the particular contract has provisions for paynent
wi th the purchase card.

APPENDI X E
Record Keepi ng Instructions
1. PURPCSE. To establish procedures to be used by cardhol ders for
records created under the purchase card program

2. PROCEDURES.
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a. The
existing file
nunber s

LEVEL 1

Thefirst reporting level, Level 1, of the reporting
hierarchy represents the Department of Defense asa
whole. A unique prefix number for all accounts issued
under this program has been assigned, which alows
the bank to meet the program requirements and to
establish separate authorization and processing
controls for accounts.

(1) FN 715
Title:
Descri ption:
cannot
nunbers bel ow.
Di sposi tion:
ACTI ON docunent s.
NONACTI ON docunents.

Gener al

FN 715h
Title:
Descri ption:

(2)

Contracting O ficer
Records pertaining to del egati ons of

PURCHASE CARD PROGRAM - REPORTING LEVELS

APPENDIX F

referenced in AR 25-400-2. The
Modern Arny Recordkeepi ng System
(MARKS) will be used for records
creat ed under the purchase card
pr ogram

b. Cardhol ders shall establish
a file systemusing the foll ow ng
file nunbers:

Procurenment Correspondence files
Information relating to procurenent which
logically be filed wth the detailed record

Destroy after 2 years.

Destroy when no | onger needed.

Desi gnati ons

authority for cardhol ders and appoi nt nent of
approving/billing officials.

Di sposi tion:

term nation.
(3) FN 27-1g
Title:
Descri ption:

Destroy 2 years after

recessi on or

Comm t ment docunents
Records pertaining to operating el enments of

a headquarters or other office to requisition supplies or

servi ces.
Pur chase Request),
i nformati on.
Di sposi tion:

on exceptions taken by auditors wll

| ncl uded are DA Form 3953 (Comm t nent and
purchase card transacti ons,

and siml ar

Destroy after 3 years except that docunents

be kept until cleared

by a satisfactory reply to the notice of exception and then

dest royed.
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LEVEL 2
The second reporting level, Level 2, generally will
identify the Military Service. Examples of offices
identified at Level 2 include:

Level 1-Department of Defense
Level 2-Department of the Army

LEVEL 3
The third reporting level, Level 3, generally will
identify the Major Command or Defense Agency
within aLevel 2. Using the previous Level 2
examples, Level 3 offices could include:

Level 1-Department of Defense
Level 2-Department of the Army
Level 3- HQ TRADOC

LEVEL 4
The fourth reporting level, Leve 4, identifies the
particular service/agency Installation. The Agent will
generaly be identified at thislevel. Using the
previous examples, Level 4 offices could include:

Level 1-Department of Defense
Level 2-Department of the Army
Level 3-HQ TRADOC
Level 4- Installation DOC/APC
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LEVEL 5
Thefifth reporting level, Level 5, identifies the
particular service/agency Unit. Using the previous
examples, Level 5 offices could include:

Level 1-Department of Defense
Level 2-Department of the Army Level
3- HQ TRADOC
Level 4-DOC/APC
Level 5 - Billing/Approving Official

LEVELS6& 7
This relationship between levels continues for the
sixth and seventh reporting levels. The sixth and
seventh reporting levels are undefined and can be



